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Slide 1 - Welcome

Browsing for a PDF $$cplnfoCurrentSIig%$f

Browsing for a PDF
Captivate Version 5.5

Production Information:

Contact Information:

(§13010-1s) Webteam_Wieb@wieb.uscourts.gov
May 7, 2012

Browsing for a PDF
I ——,

Slide notes

This will be a short demonstration of techniques you can follow when browsing for PDF's (with or
without an attachment) in CM/ECF.
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Slide 2 - Navigation Instructions

Navigation Instructions
Press F11 to view this lesson in full screen.

You can Fast Forward or Rewind the lesson by using the Navigation bar at the bottom of

the screen. You can Pause the lesson by pressing the Play button.
O B

You may turn Closed Captioning on and off by clicking the CC button
in the lower right area of the screen in the Navigation bar.

This module also has a Table of Contents, or TOC, to jump to different sections
of the lesson. You can open and close it with either:

+ the arrow in the top left corner of the screen,
+ or the TOC button in the Navigation bar.

Roll your mouse pointer over the “i” located in the upper right area
of the screen for information about this module. [l|

Click START when you are ready to begin. Click here.

START

Slide notes

Here are the navigation instructions for this lesson. Click START when you are ready to begin.
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Slide 3 - Objectives

Objectives

When you complete this tutorial, you will be able to:

* browse for a PDF (with or without an attachment)

Click CONTINUE.

Click here.

CONTINUE |

Slide notes

When you complete this tutorial, you will be able to browse for a PDF (with or without an attachment). Click CONTINUE.
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Slide 4 - Slide 4

@ WIEE Training Area - Mozilla Firefox | = | X
File Edit View History Bookmarks Tools Help

€ 515 uscourts.gov | https://ecf-train.wieb.uscourts.gov/cgi-bin/Dispatch,pl? =) '.l' Google Pll#
_5Ia‘~"."[EB Training Area + =l

= S S - ilities ~
UECF Bankruptcy Adversary Query Reports Utilities Search Logout
File a Motion/Application:

12-20100-mdm Debbie A Debtor

Type: bk Chapter: 7v Office: 2 (Milwaukee)
Assetsin Judge: mdm Case Flag: DebtEd, MEANSNO
Filename

Attachments to Document: @ No O Yes H\

| Click the Browse button i

| MNext Clear

Slide notes

You are now at the point where you need to attach your PDF to the filing in CM/ECF. Click on the Browse button to search your network and select from
those files.
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Slide 5 - Slide 5

@ WIEB Training Area - Mozilla Firefox |= P |

File Edit View History Bookmarks Tools Help

(- : | 515 uscourts.gov | https://ecf-trainwieb.uscourts.gov/cgi-bin/Dispatch.pl7897537063817646 c || = i"l v (oogle P | .3
Tv—— [l
ﬂaMEBTrammg Area &
- @ File Upload [ -
uv [+ Computer » 0S(C) » ECF_PDFFiles + [ 43 ][ Search ECF 2D Ftes )
Organize v New folder S '@'
12-20100-mdm Debbie A -
n RS Name Date modified Type Size
Type: bk
i T Affidavit 12/22/2009 8:41 AM  Adobe Acrobat D... 14 KB
@ Document 06/15/200910:31 ...  Adobe Acrobat D... 9 KB
'@ Exhibit 09/01/200911:47 ...  Adobe Acrobat D... 9KB
'@ Mation for Relief From Stay 06/12/2009 9:09 AM  Adobe Acrobat D... 9KBE
Filename
Attachments to DocmneL

Change the file type, if necessary

File name:

A

[ Al Files -

Com 1 [ o

_—m—————

Slide notes

Remember to change the file type to All Files if you browsed to a directory, but do not see your PDF files.
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Slide 6 - Slide 6

@ WIE Training Area - Mozilla Firefox (=@ ® |
File Edit View History Bookmarks Tools Help
(- ; 515 uscourts_._g_ov__ htt_[_:_i:-_-ch-train‘-.'-.iEI:.uscour‘ts.gov_-'c__g_i_—bin-DiipatcI1.|:I?.39.7537E"’338'171’341’: 5 =) :"v Google ):’ i
E—— B |
ﬂamEBTrammg Area &
- @ File Upload [ -
uu [+ Computer » 0S(C) » ECF_PDFFiles + [ 43 ][ Search ECF 2D Ftes )
Organize v New folder S '@'
12-20100-mdm Debbie A -
n RS Name Date modified Type Size
Type: bk
Ao ﬁl] Affidavit 12/22/2009 8:41 AM  Adobe Acrobat D... 14 KB
@ Document 06/15/200910:31 ...  Adobe Acrobat D... 9 KB
E Exhibit 09/01/200911:47 ...  Adobe Acrobat D... 9KB
'@ Mation for Relief From Stay 06,/12/2009 3:09 AM  Adobe Acrobat D... 9KE|
Filename
| Right click on the
d document to be attached
Attachments to Docum
File name: Motion for Relef From Stay ~ [AllFiles -
[ Open lv] I Cancel ]

Slide notes

To make certain that you are associating the correct PDF file for this entry, right-click on the file name with your mouse.
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Slide 7 - Slide 7

Select Open with Adobe Acrobat

Combine support

Open with »

Restore previous versions

Send to 3

Cut
Copy

~ [AllFiles

3

Com I [ coms |

Create shortcut

@WIEB Training Area - Mozilla Firefox i._‘=' D!
File Edit View History Bookmarks Tools Help
> || uscourts.gov | https://ecf-trainwieb.uscourts.gov/cgi-bin/Dispatch.pl7897537063817646 c | <9~ Google
€5 | [ f b bin/Dispatch,pl78975 a Alh
e — B |
ﬂamEBTrammgArea &
'zECF @ File Upload [ -
uu [+ Computer » 0S(C) » ECF_PDFFiles » [ 4| [ Search ECF_PDF Fies )
Organize v New folder = '@'
12-20100-mdm Debbie A B
n RS Name Date modified Type Size
Type: bk
i '@Aﬁidavit 12/22/2009 8:41 AM  Adobe Acrobat D... 14 KB
@ Document 06/15/200910:31 ...  Adobe Acrobat D... 9 KB
ibit { Adobe Acrobat D... 9KB
f From Stav Adobe Acroba 9KB|
Filename Select
Open with Adobe Acrobat X
Attachments to DocnmeL Print

Delete

—

Rename

Properties

Slide notes

Select Open. This will launch Adobe Acrobat to display the contents of the PDF document.
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Slide 8 - Slide 8
i Motion for Relief From Stay.pdf - Adobe Acrobat E=E
File Edit View Window Help ®

@crmev ‘@D %‘@@@L&@)@=¢>OD Close or Minimize
(1] | W | = @ N=RE Tnnls‘l Adobe Acrobat

»

m

MOTION FOR RELIEF
FROM
AUTOMATIC STAY

Slide notes

Verify that the document is correct. Then close or minimize the Adobe application.
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Slide 9 - Slide 9

File name: Motion for Relief From Stay

@WIEB Training Area - Mozilla Firefox = D!
File Edit View History Bookmarks Tools Help
(- : _515 uscourts_._g_o_v__htt_[_:_i:-_-ch-train‘-.-'-.iEb.uscourts.gov_-'f_;li-bin-'Di:patcl1.|:|?89?537i"’33.‘3' 7646 i =) E"'v Google P i
e — B |
ﬂamEBTrammgArea &
'zECF @ File Upload [ -
uu [+ Computer » 0S(C) » ECF_PDFFiles » [ 4| [ Search ECF_PDF Fies )
Organize v New folder = '@'
12-20100-mdm Debbie A B
n RS Name Date modified Type Size
Type: bk
i '@Aﬁidavit 12/22/2009 8:41 AM  Adobe Acrobat D... 14 KB
@ Document 06/15/200910:31 ...  Adobe Acrobat D... 9 KB
T Exhibit { Adobe Acrobat D... 9KB
| Adobe Acroba 9KB|
Filename
Attachments to DocnmeL

[ AllFiles

I Open

|v| I Cancel ]

Slide notes

Since you verified this is the correct PDF file, click Open.
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Slide 10 - Slide 10

EE C F Bankruptcy ~

File a Motion/Application:

12-20100-mdm Debbie A Debtor

Adversary ~

Query Reports~  Utilities ~

Office: 2 (Milwaukee)
Case Flag: DebtEd, MEANSNO

@ WIEE Training Area - Mozilla Firefox | = | X
File Edit View History Bookmarks Tools Help

€ ﬂausccur‘ts.gc‘.-' https://ecf-trainwieb.uscourts.gov/cgi-bin/Dispatch.pl? =) '.l' Google Pll#
_5Ia‘~"."[EB Training Area + =l

Search

Logout

C:\ECF_PDF Files\Motion for Relief Fro | |
Attachments to Document: © No O

Type: bk Chapter: 7v
Assetsin Judge: mdm
Filename

Yes

! MNext | Clear

Select Next

Slide notes

If you have no attachments, click the Next button and continue with your filing.
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Slide 11 - Slide 11

@ WIEE Training Area - Mozilla Firefox | = | X

File Edit View History Bookmarks Tools Help

€ 515 uscourts.gov | https://ecf-train.wieb.uscourts.gov/cgi-bin/Dispatch,pl?

_5Ia‘~"."[EB Training Area +

EECF Bankruptcy ~ Adversary ~ Query Reports ~ Utilities - Search Logout

File a Motion/Application:

12-20100-mdm Debbie A Debtor

Type: bk Chapter: 7v Office: 2 (Milwaukee)
Assetsin Judge: mdm Case Flag: DebtEd, MEANSNO
Filename

CAECF_PDF Files\Maotion for Relief Fro
Attachments to Document: ' No ElYes

[Next || [ Cioar ‘ Select the “Yes" radio

button
Select Next

Slide notes

However, assuming for this demonstration that you do have an attachment to the main document you just browsed out for, mark the Yes radio button and
then click Next.
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Slide 12 - Slide 12

File Edit View History Bookmarks Tools Help

€ 515 uscourts.gov | https://ecf-trainwieb.uscourts.gov/cgi-bin/Dispatch,pl?

&]F WIEB Training Area +

= C e e o ilities ~
UE F Bankruptcy Adversary Query Reports Utilities Search Logout

File a Motion/Application:

12-20100-mdm Debbie A Debtor
Type: bk Chapter: 7v Office: 2 (Milwaukee)
Assetsin Judge: mdm Case Flag: DebtEd, MEANSNO

Select one or more attachments.

1) Select the PDF document that contains the attachment.
Filename

2) Fillin the fields below, FCIlck the Browse button

Category and/or Description

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Next
button.

“|[ AddtoList |
|| Remove from List

@ WIEE Training Area - Mozilla Firefox | = | X

m

Slide notes

Click on the Browse button to search your network and select from those files.
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Slide 13 - Slide 13

@ WIEB Training Area - Mozilla Firefox =] % |
File Edit View History Bookmarks Tools Help
(- S | 515 uscourts.gov | https://ecf-trainwieb.uscourts.gov/cgi-bin/Dispatch.pli737195169041426 c || = ".lv Google )3| #®
Lo v
@) File Upload (o) F
\Jv [1» Computer » 0S(C) » ECF PDF Files » [ 4| [ Search ECF_PDF Fies )
Organize v New folder SEEE 7 @'
12-20100-mdm Debbie A “
n RS Name Date modified Type Size
Type: bk
. ﬁl] Affidavit 12/22/2009 §:41 AM  Adobe Acrobat D... 14 KB
Assetsin
@ Document 06/15/200910:31 ...  Adobe Acrobat D... 9 KB
Select one or more attad | | 2 Exhibit Adobe Acrobat D... 9 k8|
'@ Mation for Relief | “qm Stay 06/12/ 2009909 AM  Adobe Acrobat D... 9KB
J'Ji Select the PDF docum Right click on the
Filename ) document to be attached
2) Fill in the fields below,
Category ) ‘ Change the file type, if necessary
3) Add the filename to th File name: - |A” Files z | click on the Next
button. I Open iv] I Cancel ]
—
Add to List
Remove from List

Slide notes

To make certain that you are associating the correct PDF file for this entry, right-click on the file name with your mouse. Remember to change the file type
to All Files if you do not see your PDF files.
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Slide 14 - Slide 14

@ WIEB Training Area - Mozilla Firefox = % |
File Edit View History Bookmarks Tools Help
(- 3 I 515 uscourts.gov | https://ecf-trainwieb.uscourts.gov/cgi-bin/Dispatch.pli737195169041426 c || = I"'v Google P&
ﬂaMEBTrammg Area &
@) File Upload (o) F
. A » Computer » 05(C) » ECF_PDFFiles + | %4 | [ Search ECF PDF Fies )
i A « s
Organize v New folder S @'
12-20100-mdm Debbie A -
n RS Name Date modified Type Size
Type: bk
Ao El] Affidavit 12/22/2009 §:41 AM  Adobe Acrobat D... 14 KB
' L Document 06/15/200910:31 ...  Adobe Acrobat D... 9KB
Select one or more attac @"‘" = Select prmenetilld] .. AdobeAcrobatD..  9KB|
M £:09 AM  Adobe Acrobat D... 9 KB
1) Select the PDF d e
elect i locum
’? | Open with Adebe Acrobat X
Filename L I
4 Print
e e——— Select Open with Adobe Acrobat
Open with 3 [
2) Fill in the fields below: Restore previous versions
Category ) Send to »
Cut
Copy T :
3) Add the filename to 4 ~ [AllFiles v] | Befick on the Next
button. ;'Tate shortcut [ Open iv] I Cancel ]
elete
N— R —
| AddiolList | =ame
Properties b
Remove from List

Slide notes

Select Open. This will launch Adobe Acrobat to display the contents of the PDF document.
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Slide 15 - Slide 15

T Exhibit.pdf - Adobe Acrobat
File Edit View Window Help

e | BB OH| 802DRE—=200 I
== ose or Minimize
fl ‘ LY @ ‘ (=) () [ 985% |~ | ‘ & Tmb‘ Adobe Acrobat

®

E@u]

»

m

Exhibit

Slide notes
The PDF document opens in acrobat. Verify that the document is correct. Then close or minimize the Adobe application.
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Slide 16 - Slide 16

@ WIEB Training Area - Mozilla Firefox =] % |
File Edit View History Bookmarks Tools Help
(- | 515 uscourts.gov | https://ecf-trainwieb.uscourts.gov/cgi-bin/Dispatch.pli737195169041426 c || = ".lv Google )3| #®
Lo v
@) File Upload (o) F
\Jv [1» Computer » 0S(C) » ECF PDF Files » [ 4| [ Search ECF_PDF Fies )
Organize v New folder S @'
12-20100-mdm Debbie A -
n RS Name Date modified Type Size
Type: bk
P T Affidavit 12/22/2009 8:41 AM  Adobe Acrobat D... 14 KB
@ Document 06/15/200910:31 ...  Adobe Acrobat D... 9 KB
Select one or more attad | | 2 Exhibit Adobe Acrobat D... 9 k8|
'@ Mation for Relief From Stay 06/12/2009 9:09 AM  Adobe Acrobat D... 9KB
1) Select the PDF docum
Filename
2) Fill in the fields below,
Category
3) Add the filename to 4 File name: Exhibit + [ AllFiles v] | Befick on the Next
button. I Open |v| I Cancel ]
Add to List
Remove from List

Slide notes

Since you verified this is the correct PDF file, click Open.
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Slide 17 - Slide 17

@ WIEE Training Area - Mozilla Firefox

File Edit View History Bookmarks Tools Help

€ 515 uscourts.gov | https://ecf-trainwieb.uscourts.gov/cgi-bin/Dispatch,pl 7737195
&]F WIEB Training Area +
Utilities ~

Search Logout

EE C F Bankruptcy ~

File a Motion/Application:

Adversary ~ Query Reports ~

12-20100-mdm Debbie A Debtor
Type: bk

Assetsin

Chapter: 7v
Judge: mdm

Office: 2 (Milwaukee)
Case Flag: DebtEd, MEANSNO

Select one or more attachments.

1) Select the PDF document that contains the attachment.
Filename

C\ECF_PDF Files\Exhibit pdf

2) Fill in the fields below.

Category

land/on Description

=]

button.

“|[ AddtoList |
|| Remove from List

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Next

m

Slide notes

Next, select either a category type or enter a description.
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Slide 18 - Slide 18
@ WIEE Training Area - Mozilla Firefox | = | X

File Edit View History Bookmarks Tools Help

€ 515 uscourts.gov | https://ecf-trainwieb.uscourts.gov/cgi-bin/Dispatch,pl 7737195

| &J% WIEB Training Area + &

= C e e o ilities ~
UE F Bankruptcy Adversary Query Reports Utilities Search Logout

File a Motion/Application: a
12-20100-mdm Debbie A Debtor

Type: bk Chapter: 7v Office: 2 (Milwaukee)

Assetsin Judge: mdm Case Flag: DebtEd, MEANSNO

Select one or more attachments.

1) Select the PDF document that contains the attachment.
Filename

C\ECF_PDF Files\Exhibit pdf

m

2) Fill in the fields below.
Category and/or Description

|= |
Appendix

3 List of 20 Largest Creditors bax below. If vou have more attachments, go back to Step 1. When the list of filenames is complete, click on the Next

I Propsed Summons

Adversai Cover Sheat

Index
Affidavit
Revision
Schedule
Supplement
Volume(s) i

Slide notes

If you press the down arrow to the right of the Category box, you see a list of available category types. Select the one you want by highlighting it.
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Slide 19 - Slide 19
@ WIEE Training Area - Mozilla Firefox | = | X

File Edit View History Bookmarks Tools Help

€ 515 uscourts.gov | https://ecf-trainwieb.uscourts.gov/cgi-bin/Dispatch,pl 7737195

_5Ia‘~"."[EB Training Area + &

= C e e o ilities ~
UE F Bankruptcy Adversary Query Reports Utilities Search

File a Motion/Application: a
12-20100-mdm Debbie A Debtor

Type: bk Chapter: 7v Office: 2 (Milwaukee)

Assetsin Judge: mdm Case Flag: DebtEd, MEANSNO

Select one or more attachments.

1) Select the PDF document that contains the attachment.
Filename

C\ECF_PDF Files\Exhibit pdf

m

2) Fill in the fields below.
Category and/or Description
Exhibit M Attachment

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Next
button.

“|[ AddtoLList |
|| Remove from List

Slide notes

Or click in the Description text box and type a description of your attachment.
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Slide 20 - Slide 20

@ WIEE Training Area - Mozilla Firefox

File Edit View History Bookmarks Tools Help

€ 515 uscourts.gov | https://ecf-trainwieb.uscourts.gov/cgi-bin/Dispatch,pl 7737195
&]F WIEB Training Area +

Adversary ~ Query Reports ~ Utilities - Search Logout

EE C F Bankruptcy ~

File a Motion/Application:

12-20100-mdm Debbie A Debtor
Type: bk

Assetsin

Chapter: 7v
Judge: mdm

Office: 2 (Milwaukee)
Case Flag: DebtEd, MEANSNO

Select one or more attachments.
1) Select the PDF document that contains the attachment.
Filename

C:\ECF_PDF Files\Exhibit pdf

2) Fill in the fields below.
Category

Exhibit -

and/or Description
Atiachmen

button.

Click"Add to List" button

|| AddtoList |

J Remaove from List

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Next

m

Slide notes
Now, click the Add to List button.
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Slide 21 - Slide 21

@ WIEE Training Area - Mozilla Firefox | = | X
File Edit View History Bookmarks Tools Help
L 515 uscourts.gov | https://ecf-trainwieb.uscourts.gov/cgi-bin/Dispatch, pl750000! 02763 G| db -'l- Google Pl A

&]F WIEB Training Area + &

= C e e o ilities ~
UE F Bankruptcy Adversary Query Reports Utilities Search Logout

File a Motion/Application: 4

12-20100-mdm Debbie A Debtor
Type: bk Chapter: 7v Office: 2 (Milwaukee)
Assetsin Judge: mdm Case Flag: DebtEd, MEANSNO

Select one or more attachments.

1) Select the PDF document that contains the attachment.
Filename

m

2) Fill in the fields below.
Category and/or Description

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Next
button.

IExhibiT_pdf - fr—
|| _Remove from List

Slide notes

Notice that the attachment is ready to be included in your submission. If you have additional attachments, go through this 3-step process until you have all
of the attachments displaying in the list.

Page 21 of 23



Adobe Captivate Monday, May 07, 2012

Slide 22 - Slide 22

@ WIEE Training Area - Mozilla Firefox | = | X
File Edit View History Bookmarks Tools Help
L 515 uscourts.gov | https://ecf-trainwieb.uscourts.gov/cgi-bin/Dispatch, pl750000! 02763 2| | -'l- Google Pl A

Query Reports ~ Utilities ~ Search

Type: bk Chapter: 7v Office: 2 (Milwaukee)
Assetsin Judge: mdm Case Flag: DebtEd, MEANSNO

Select one or more attachments.

1) Select the PDF document that contains the attachment.
Filename

2) Fill in the fields below.
Category and/or Description

3) Add the filename to the list box below. If you have more attachments, go back to Step . When the list of filenames is complete, click on the Next
button.

Exhibitpdf # | —————
" Addto List
Remove from List |

Select Next

Slide notes

Once they are all listed, scroll to the bottom and click the Next button to continue on with your filing.
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Slide 23 - Summary/Exit

Summary

You should now be able to:
* browse for a PDF (with or without an
attachment).
Use the Table of Contents or the
Navigation bar tfo revisit slides.

Press F11 to exit full-screen mode.

Click EXIT when you are finished.

Click here.

EXIT

Slide notes

You should now be able to browse for a PDF (with or without an attachment). Click EXIT to exit the module.
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